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DEPARTMENT OF GENERAL SERVICES Schedule No. _ (.G
RECORDS MANAGEMENT DIVISION st
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 8 of 9
(Continuation Sheet)
Agency Division/Unit
| State Treasurer’s Office
Tem Description Retention
No.

B.

Medical Files

+ Employee medical files: Health Insurance and
health benefit forims as well as any other HIPAA
protected documents, Family Medical Leave Act
requests and supporting documentation, State
Employee Leave Bank enrollment and request
forms and supporting documentation, EAP
referral information and work status information,
workability exams or 2™ opinions by independent
medical evaluator and/or state medical director.

e Worker’s Compensation Files: Agency related
worker’s compensation claims, medical records
and work status information.

Recruitment Files

Individual files containing candidate interview sheets and
exam/ranking documents, authorizations for release of
information, candidate and eligible lists, copies of
correspondence, and any other pertinent information from
start to end of the recruitment process.

Timesheet and Leave Record Files

All information and documentation used in processing
employec payroll and leave time on a bi-weekly basis, as
well as any supporting documentation associated with
internal or external leave reporting.

Contingent Worker Personncl Files

All personnel forms and documentation, as well as other
personnel media, which provide supporting data for
agency for all temporary, intern, contract, volunteer,
vendor or other government employee.

Miscellancous HR Files
Any documents created by STO HR including reports,

correspondence, studics, etc. These records are for internal
purposes only, and are not published.

Retain in office for five (3)
years after termination of
employment; then destroy.

Retain in office for three (3)
years; then destroy.

Retain in office for five (5)
years; then destroy.

Retain in office for five (3)
years after termination of
contract; then destroy.

Retain in office for five (5)
years; then destroy.
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Instructions -Type or Print a separate form for

each new or revised record series. Forward

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 pace |
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit

State Treasurer’s Office

Budget & Financial Administration

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

Budget & Financial Administration Division Records

5. Earliest Year/Latest Year

2012 to current

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.)

This series includes all worksheets, forms and related support utilized for procurement, accounting, budgeting and other fiscal reporting functions carried

out on behalf of the Agency and the State.

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
___96
X Letter Size  [] Microfim [ Aphabetical Number
X Legal Size (] Computer Tape ] Numerical [ Fite Drawer(s)
[ Microfilm Reel(s)
] Audio Tape  [X] Floppy Disk [ Chronological 3 Computer Tape(s)
E Other (specify)_Box(15x12x10)____
[< Bound Book  [] Video Tape [ Geographicat
10. Annual Accumulation
3 other (specify) [< Other (specify) _subject / category_ 12
Number
E File Drawer(s)
[ Microfilm Reel(s)
D Computer Tape(s)
D Other (specify)
11. File is Used 12. File Becomes Inactive After
___varies____
[X Daily [ weekly X Monthly X Annually Number J Month(s)  [X] Year(s)

Varies depending on document type as listed on retention schedule.

13. Current Location(s) (Bldg., Floor, Room)

80 Calvert Street Room 109 & Room B25

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

[ Yes X No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

B ves O No

Any personally identifiable information would be subject to P! restrictions.

16. Audit Requirements

[I None [Q state [X] Federal [X] Independent

17. Is an Index System used? If yes, explain briefly and describe requirements

[ ves X No

18. Recommended Retention

Retention varies per document type, but general retention will be until audit
period is closed and final report has been issued; then destroy. Those
documents subject to specific retention requirements, such as contracts
and procurement reports, will be retained in the office for the period
required; then destroyed.

19. Name and Title of Preparer
Bernadette T. Benik; Chief Deputy Treasurer

20. Telephone Number

410-260-7080

21. Date
November 14, 2014

38 5504 (Rev. 1/93)




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE L OF “5

1. Department/Agency

State Treasurer’s Office

2. Division

Treasury Management

3. Unit

Banking

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title
Treasury Management Records: Banking Documents

5. Earliest Year/Latest Year
__ 2008 to __ Present

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Inciude the purpose or function of the series.)

This series includes reports, statements, warrants, logs and related support utilized in the daily reconciliation, ACH & wire transfer processing and all other

banking activities carried out by the Department, as well as processing of stop payments, reissues, recoveries and chargebacks related to Statewide

disbursements.

7. Record Series Format(s) List all

[ Letter size ] Microfilm
X Legal Size  [] Computer Tape
[] Audio Tape ] Floppy Disk

[ Bound Book ] Video Tape

[] other (specify)

8. Record Series Sequence

[ Alphabetical
[J Numerical
B4 Chronological

[ Geographical

[ Other (specify) _subject/category 100

9. Volume
700

Number

[ File Drawer(s)

7] Microfilm Reel(s)

D Computer Tape(s)

[ Other (specify)_ Box (15x12x12)_

10. Annual Accumulation

Number

[ File Drawer(s)

] Microfilm Reel(s)

D Computer Tape(s)

B Other (specify). Box (15x12x12)__

11. File is Used

[ Daity E Weekiy g Monthly E Annualty

12. File Becomes Inactive After
7

Number O Montnis)  [X] ear(s)

13. Current Location(s)
STO Rooms B-22 and 442

(Bldg., Floor, Room)

14. 1s Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

[ Yes X No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

X ves O Ne

Any personally identifiable information would be subject to Pil restrictions.

16. Audit Requirements

O Nore [X] state [X] Federal [X] independent

17. Is an Index System used? if yes, explain briefly and describe requirements

[ Yes X No

18. Recommended Retention

Retain in office for one (1) year, then transfer to State Records for six (6)
years, then destroy.

19. Name and Title of Preparer
Bernadette T. Benik; Chief Deputy Treasurer

20. Telephone Number

410-260-7080

21. Date
November 14, 2014

3S 5504 (Rev. 1/93)




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE _.L OF g—

1. Department/Agency 2. Division

State Treasurer’s Office Treasury Management

3. Unit

Investment Services

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title
Treasury Management Records: Investment Documents

5. Earliest Year/Latest Year
_ 1977 to __ Present

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.)

This series includes reports, statements, wire confirmations and all supporting documents related to daily investment and reconciliation activity of Statewide

investments and cash balances managed by the Department.

7. Record Series Format(s) List alf 8. Record Series Sequence 9. Volume
_20__
X Letter size  [] Microfilm [J Alphabetical Number
[ Legal size O computer Tape [ Numerical ] File Drawer(s)
[ Microfilm Reel(s)
[ Audio Tape  [] Floppy Disk & Chronological [0 Computer Tape(s)
[X] Other (specify) )_ Box (15x12x12)__
[ Bound Book  [[] Video Tape [ Geographical
10. Annual Accumulation
D Other (specify) E Other (specify) __subject/category _ 2
Number
[X File Drawer(s)
[ Microfiim Reel(s)
[J Computer Tape(s)
D Other (specify)_ Box (15x12x12)_
11, File is Used 12. File Becomes Inactive After
___vanes_____
X Daily R weekly X Monthly X Annually Number O Monthis) [ Year(s)

Varies until maturity for each investment and after audit requirements have been completed.

13. Current Location{s)
STO Bldg. 4™ Floor Room # 414 and Room # 442 and 1% Floor Room # 106

(Bldg., Floor, Room)

14. Is Record Series Duplicated Eisewhere? (If yes, specify agency or office.)

[ ves O No

General Accounting Division retains the following records series: Investment Purchases, Investment

Sales/Redemptions, Investment Coupon Redemptions and Daily Bank Wire Transfer Confirmations

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

R ves Ono

Any personally identifiable information would be subject to Pl restrictions.

16. Audit Requirements

[JNone [X] state [ Federal [X] Independent

17. Is an Index System used? If yes, explain briefly and describe requirements

D Yes X No

18. Recommended Retention
Retain in Office till maturity for each investment and after audit period is

closed and final report has been issued, whichever occurs last; then destroy.

19. Name and Title of Preparer

Bernadette T. Benik; Chief Deputy Treasurer 410-260-7080

20. Telephone Number

21. Date
November 14, 2014

38 5504 (Rev. 1/93)




AGENCY RECORDS INVENTORY

3. Unit
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Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE ;5 OF g

1. Department/Agency

State Treasurer’s Office

2. Division

Insurance Management

3. Unit

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

purposes.

4. Record Series Title

Insurance Records

2007 to current

5. Earliest Year/Latest Year

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

series.)

This series includes documents related to the procurement of Statewide commercial insurance policies and claims adjusting activities processed

through the State Insurance Trust Fund.

7. Record Series Format(s) List alt
X Letter Size O Microfiim
X Legal Size  [] Computer Tape

[ Audio Tape  [X] Floppy Disk

8. Record Series Sequence 9. Volume
__700__
[ Aiphabeticat Number
B Numerical [ Fite Orawer(s)
[ Microfilm Reel(s)
[ chronological [] Computer Tape(s)

@ Other (specify)_Box{15x12x10)

[X Bound Book  [] Video Tape

[ other (specify)

3 Other (specify) _

10. Annual Accumulation
100 Number

] File Drawer(s)

[ Microfilm Reel(s)

[ Computer Tape(s)

B Other (specify)___ Box(15x12x10)_____

11. File is Used

X Daily X weekly B Monthly [ Annually

12. File Becomes Inactive After
7

Number [ Montn(s)

@ Year(s)

7 Years after procurement date or file closure date.

13. Current Location(s) (Bldg., Floor, Room)

80 Calvert Street Room 400

14. Is Record Series Duplicated Eisewhere? (if yes, specify agency or office.)

E Yes E] No
Contracts & related documents also retained by STO Procurement Division and the Maryland
Office of the Attorney General. Claim records handled through litigation also retained with the
Maryland Office of the Attomey General.

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

X ves O nNo

Any personally identifiable information would be subject to Pil restrictions.

16. Audit Requirements

[ None [ state [ Federal [ Independent

17. Is an Index System used? if yes, explain briefly and describe requirements

[ Yes X No

18. Recommended Retention
Retain in Office for three (3) years after procurement date or claim

close date, then transfer to State Records for four (4) years, then
destroy

19. Name and Title of Preparer

20. Telephone Number

21. Date

Bernadette T. Benik; Chief Deputy Treasurer

410-260-7080

November 14, 2014

3S 550-4 (Rev. 1/93)




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE 6 OF 3 _

1. Department/Agency

State Treasurer's Office

2. Division

Agency Support Services

3. Unit

Human Resources

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title
Human Resources Records

5.

Earliest Year/Latest Year

1981 to current

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.)

This series includes personnel related forms, official records, HIPAA & Worker’s Compensation documents, recruitment documents and any support

utilized in the hiring, timekeeping, and ongoing personnel management on behalf of the Agency.

7. Record Series Format(s) List all

[ Letter Size  [] Microfim
g Legal Size D Computer Tape
[ Audio Tape  [X] Floppy Disk

[X) Bound Book  [] Video Tape

D Other (specify)

®

[ Geographical

8. Record Series Sequence 9. Volume
__9%6
E Alphabatical Number
[J Numerical [] File Drawer(s)
[ Microfilm Reel(s)
E Chronological E] Computer Tape(s)

Other (specify)_Box(15x12x10)

10.
[X] Other (specify) _subject / category _

X
a
g
O

Number

Annual Accumulation
3

File Drawer(s)
Microfilm Reel(s)
Computer Tape(s)
Other (specify)

11. File is Used

B4 Daily ] weekiy X Monthly

X Annually

varies

Number

[ Month(s)

12. File Becomes Inactive After

X vear(s)

Varies depending on document type as listed on the retention schedule. Typically 3 - 5 years.

13. Current Location(s}) (Bldg.. Floor, Room)

80 Calvert Street Room 109 & Room B25

14. Is Record Series Dup

O ves X No

licated Elsewhere? (if yes, specify agency or office.)

15. Access Restrictions (If Yes, cite Law{s) & Regulation(s)

B Yes O ne

Cerlain personal and health related Information may be subject to HIPAA and Pl restrictions.

16. Audit Requirements

[ None [ State

[ Federal [ Independent

17. Is an Index System used? if yes, explain briefly and describe requirements

O ves X No

Retain recruitment

destroy.

18. Recommended Retention

files, timesheets, and miscellaneous HR files for 3 - 5

years, and all other documentation for five (5) years after termination: then

19. Name and Title of Preparer

Bernadette T. Benik; Chief Deputy Treasurer

20. Telephone Number 21
410-260-7080

. Date

November 14, 2014

38 5504 (Rev. 1/93)







